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FORMFLOW
PROCESSING OF ELECTRONIC FORMS

We, in AAD, are beginning a new era in processing electronic forms. Contractors are
building a new repository and with this new repository comes new practices to be
adapted for use by each Forms Management Analyst.

Shortly, there will be one repository for all of AAD products. When aform is completed

and ready for release, each analyst will drop an unlocked copy and an object locked copy

of the formin the repository area.

*  When aform is saved as one electronic file, the file name will comply with the new
numbering convention followed by “.frp” for unlocked and “.frl” for object locked
form’s identification.

e If the form has two or more component parts associated with the form, a package
will be created for the purpose of moving them conveniently from one location to
another. In addition to the form itself, a package may contain additional parts/pages,
graphics, data records, spreadsheets, and other related files. Packaged file name will
comply with the new numbering convention followed by “.fpo” for unlocked and
“.fpk” for object locked forms. An example is:

Unlocked Locked
Single File XXXXXXXX.frp XXXXXXXX.fr
Multi- File (Package)  xxxxxxxx.fpo XXXXXXXX.Fpk

The standard naming convention consists of a two letter designator (Alpha), four letter
control number (Numeric), one letter extension (Alpha/Numeric), and one letter part
identifier (Alpha/Numeric). Exceptions to the naming convention will be resolved by Mr.
Locke, on a case by case basis. An example is:
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Also, each form will have a data path created during the designing process, when
FormFlow Designer: C:\FORMDATA\NAME OF FILE.DBF. Thissimplifiesthe

process for the user. Datafilled in on aform then is always available and can be easily
recalled.

In this training today, while having fun (because Jim will make it fun!), you will be
learning new skills that will make you more valuable.

Let thefun begin!



Repository Structure

Repository isthe archival area of the file directory where all products will be retained as permanent
records. Object locked editions of the forms will be automatically distributed via AFEPL, AFPDL,
and Internet. Formsfileswill be dropped in the repository, DBase form will be completed, and then

forms will be moved to the File Transfer Protocol (FTP) server and the Internet.
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Forms Management personnel will have sole access to the unlocked copies of the forms. This
will allow designers to revise forms efficiently without losing additional man-hours when
minimal changes are needed to an existing form. At the same time securing unlocked copies,
S0 working files are not inadvertently destroyed by other Publishing personnel.

Packaging Forms



You will use the FormFlow Filler package in order to package forms. You will package
a form, its associated files, and other selected files in a single file known as a form
package. By condensing all of a form’s related files into a single file, the task of moving
the form from one location to another—either by electronic mail, via floppy disk, CD, or
internet; or using the DOS or Windows File Manager commands—is made easier. You
need only move a single file. Creating a form package is useful when you want to make
a backup copy of a form and its related files, or if you need to move a form to another
computer that is not connected to a network, and so must transfer files on a floppy
disk.

[0 To create a form package

1. Open the form you want to package in FormFlow Filler. Note: As you are only
concerned about the form files themselves...don’t worry about records or data.

2. On the Tools menu, click Package Form. The Package Form dialog appeatrs.
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3. Specify what attributes you want to include in the package and enable the user to
unpack the file. Click each tab on the dialog and specify package options.

NOTE: Darken “Graphics on form” under “Include” column, if applicable only.
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NOTE: As you ADD the document to the package title of the form is moved to the “Files in form
package” block.

Package Form

CAFORMFLOWATEST.FRP

NOTE: To allow user of the form(s) to open the package check “Open Packaged form”.
Otherwise the user will be limited in capability.
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4. Click OK. The Save Form Package As dialog appears.

5. Specify the drive and directory where you want to save the file. (When a form is
ready for release, place the form in the Repository drive and directory.)

6. In the File name field, type the name you want to use for the package, then click
OK. (Use the new naming convention.)



Receiving Forms

You may send and package forms, unpack, update and return form packages you
receive, and route forms in an everyday work process. You may view and process
forms sent to you via email by another FormFlow Filler user. Forms arrive in a form
package, attached to an email message or forms may be downloaded from the
internet to a local drive. Open FormFlow Filler program. When you open the form
package, the form appears in your FormFlow screen. Once you have opened the
form package and filled it in, you may forward it to the next recipient, return it to the
originator, or save the contents of the form package to your hard disk. (See
FormFlow Filler User Guide.)

The options available to you are controlled by the person sending the form.

O To receive a form email

1. On the FormFlow Filler program File menu, click Receive Form.

2. If you are not logged into your mail system, the mail system login dialog appears.

Type your user name and password, then click OK. The Receive Form dialog
appears.

Receive Form X

Marne | Date | Subject | Open
Fredickson, Fape  11/14/97 07:0RAM  AF3E33 (4 PAGES], JUL 93
Delete
Properties. .
Help
Cloze

3. To open a form package, do either of the following:

m Click the form to highlight it, then click the Open button.
m Double click the form. The form package opens in your workspace.

Notes:

m You may also open a form package from your mail system by double clicking the
attachment in the mail message.
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m Only those packages in your mail system inbox are displayed in the Receive Form dialog.
If you move a form package to a folder or archive in your mail system, you cannot view the
package in the Receive Form dialog.

When receiving a form package via internet, you must first download it to your local drive
before you open the package. Review the contents of the package. If the package consists
of 2 or more electronic form design documents (.frl) to make up a complete form, to the
package must be unpacked for you to fill-in each page. If the package consists of one
electronic form design (.fr]) document, an electronic graphics document, or a word
processing (spreadsheet, database) document; you do not have to unpack the form to use
it.

0 To receive a form via internet

1. On the FormFlow Filler program File menu, click OPEN.
2. To open a form, do either of the following:

m Click the form to highlight it, then click the OK button.
m Double click the form. The form package opens in your screen.

Displaying the Contents of Packages

A form package normally consists of at least aform and the data associated with it. When you receive aform
package, it may contain other files you require. For example, aform package might contain a text document,
additional databases, a spreadsheet, and so on. Y ou can display the contents of a package you have opened if:

m the form has been designed to allow you to unpack it (As form designer you must
authorize the unpack when you package the form.)

m you have not already unpacked the form—that is, the form package still exists as
a single .FPK file.

O To display the contents of a package
1. Open the package in your FormFlow Filler workspace.

2. On the File menu, click SHow PACKAGE. The Show Package dialog appears.

Show Package

Package MName: S P I
II::'H-.M‘T"DEICLI”'I WP CEAGESYSFO42700.FF

[% | Help I
Filez contaned in Pack.age:

af0427 1 _frl
afd0437 p1 _fdb
af0437 Ffl
af0427_fil
af0453 7 p2 frl
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FormFlow displays the list of files associated with the package. Files included in the package are shown by only their
file names. Referenced files (files used by the form but not included in the package) are indicated with an arrow,
together with the full path to thefile.

With this information you may decide whether you need to unpack the form package or not. This is the user’s
decision based on their need.

Note: If the Show Package command does not appear on your File menu, the designer of the form has not given you
permission to unpack the package.



Unpacking Packages

To extract the files in a form package, the user must first unpack, or disassemble the
single .FPK into its original components. The user can then save the files to their
hard drive and edit individual files as required. System Administrator should ensure
any lan directory where forms are kept is read only.

As the form designer, you must give the user the ability to unpack a form package.

0 To unpack a package
1. Open the package in FormFlow Filler program on your screen.

2. On the File menu, click Unpack Package. The Unpack Package dialog appears.

Unpack Package

[® Load data after unpacking? Cancel
N

[® Load form after unpacking? Help

[™ Delete package when unpacked?

Directom for unpack:
IE:HTEMF‘HD FOODOZ6Y, Browse...

| bk

3. Specify the drive and directory where you want to save the unpacked files.

4. Specify other options, as required (e.g., “overwrite existing files”, “load data after
unpacking”, “load form after unpacking”, and “delete package when unpacked”.)

WARNING: If forms are kept on a LAN directory and you specify the option “Delete package
when unpacked”, the individual pieces of the form (e.q., .frl, .fdp, .fil, etc files) will be kept
but the package to contain all parts of the form will be gone.
5. Click OK to unpack the package.
Note: If the Unpack Package command does not appear on your File menu, the form

designer has not given you permission to unpack the package, or you are using a
custom form or form application.
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Updating Packages

When you edit a form package you have received, FormFlow actually maintains two
separate versions of the package: the original, attached to the mail message you
received, and the edited version. When you send the edited version, the recipient’s
version and the version you received are no longer the same.

To maintain only one version of a received form package, use the Update Package
command to replace the package you received with your edited version, before you
send it to the next recipient.

O To update a package

1. Open the package in FormFlow Filler program on your screen.

2. Edit the package as required.

3. On the File menu, click Update Package.

4. Close the form, or send the package to the next recipient, as appropriate.

FormFlow replaces the package you originally received with the updated version. If
you reopen the package, it contains the changes you made.

YOU CAN ALSO FORWARD OR RETURN PACKAGE, AS APPLICABLE. INSTRUCTIONS FOR USING
THESE APPLICATIONS ARE IN THE FORMFLOW FILLER GUIDE.

DEFAULT DATA PATH



ESTABLISHING STANDARD DEFAULT PATH FOR DATA RECORDS RETENTION.

To eliminate the lost data problem, all departmental forms released by Air Force will
have a standard default data path created as a part of the form design. This
establishes a standard location where all data files are kept. The standard default data path
is: C:\FORMDATA\

Each field activity establishes (or has the local system administrator establish) this path on
their local system or LANS. When forms are filled-in and data saved, data will go directly to
this location on all systems. This is helpful to the end user when creating or using data files,
or retrieve data from prior records.

CREATING DEFAULT DATA PATH
To create a default datafile you will get the following dialog:

1. In the Designer Program, on the Format menu, click Databases.
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2. Under Description, type the form short title. (Make sure dBase is the selected type.)

3. Under DataBase File, type C:\FormData\(Form Short Title).DBF, and click on Add
button. Then click OK.
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Note: The C:\FORMDATA above designates the (C:) drive and directory as well as the file
name/format. This saves the data in different location than the form. Each field is given a name and
attributes that in Filler will be used to create a data file for data storage. In Filler the user can choose
the type of database to be used. This practice does not alter the user’s choice capabilities.

User Action

The first time a form is opened, after it is revised by adding or deleting field, a prompt
screen will appear:

1. When the prompt asks Database not found create it? Click Yes.

2. If aform has changed an error message will appear. And the default datafile
must be recreated for use with the new form. To create a new datafile go to Date -
Default or Save As and choose Create. First message will ask do you want to
Overwrite or Combine...

3. Then a second prompt will ask - Do you wish to retain records created
prior? Click Yes on both prompts.



This will bring all data files forward into the revised form. All data can be retrieved from the
standard location (C:\FORMDATA)) and used when needed.

WARNING: USER MUST CREATE A DATABASE AND RETAIN PRIOR DATA TO
ENSURE PRIOR RECORDS ARE PULLED INTO THE CURRENT FORM.
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This new practices outlined here will make your job and the end user’s
jobs much simplier. The establishment of a standard naming
convention and one repository, will strengthen communications between
the computer technicians and forms analyst. By using packaging as a
means of releasing forms, we create the solution for distributing files
related to a form at the same time. Therefore, when we establish a
standard path for retaining fill-in data, we resolve the problem of end
user lost data.

Let’s Share this Knowledge
and

Make Everyone’s Job much Easier!!
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SAF/AADF DESIGN GUIDELINES

Updated

PRIVACY ACT ADVISORY - ( Below form title) - 8-pt Italics

OMB # - 8-pt Univ(WN) Italics upper & lower case OMB No. XXXX-XXXX
Expires: YYYYMMDD

ADN STATEMENT (Burden on public) - 6-8 pt Univ (WN), upper & lower case

7-pt Univ (WN) BOLD, all caps " AF Form XXX Continuation Page”
NOTE: In Form Info, put "(Blank continuation page available as page 2)"

CONTINUATION PAGE -

Black - Text Blocks
Red - Filler Blocks
Blue - Filler Lines

EXTENSIONS -

.FRP Unlocked Design

4 MAY 1998
A
10-pt Univ (WN) BOLD, all caps
8-pt Univ (WN) BOLD, all caps |
v
THIS IS A SAMPLE OF A SECTION TITLE
7-pt Univ (WN), all caps LINE WEIGHTS
v 1/48" BOXES
TEXT CAPTION - SAMPLE
1/16" SECTIONS
PRIVACY ACT STATEMENT (4-part) - 8-pt Univ (WN) Italics, upper & lower case
LINE COLORS:

.FRL Object-Locked Design
.FPK Object-Locked Package

(Multiple files)

Version corrects/changes

A 4
AF FORM 1234, NOV 92 (REVERSE) (EF-V1) receipt of this form.

receipt of this form.

Replaces AF Form XXX, (Date), which will be disposed of upon

Version 2 added fill capability to block 19.
Italics Bold Version 2 replaces Version1 which will be disposed of upon

INSTRUCTIONS - if brief, putin ( ) after block caption, same size and font but italics )
Lengthy, use 8-pt Univ (WN) italics, upper & lower case. -FPO Unlocked Package (Multiple
files)
RCS Block - 8-pt Univ (WN) italics, upper & lower case Report Control Symbol .FMD Metadata files
RCS: .FIL Data (fill) file
.FFL Header Info
PAGE SETUP - Field (Block) Margins: .DBF dBase Default Data File
Margins: .50 Left 0.05 Left TEXT SPACING - Fixed 12-point
50 Right 0.00 Top (Unless unusual circumstances)
-50 Top 0.05 Right FILL FONT - 10-pt CG Times (WN)
.50 Bottom (to form #) 0.00 Bottom Image Area: Portrait - 75/10 Across
.66 Bottom (to border line) NO OUTER BORDER - Unless 59/6 Down
H to F forms - Make 2nd page 1/2" (3/6) at top. absolutely necessary. If
Put in form info how to print. necessary, draw 1/16" lines. Landscape - 100/10 Across
45/6 Down
PREFERENCES -
Inches: 1/10 Horizontal FORM PROPERTIES (in file pulldown menu)
1/6 Vertical FORM TITLE: AF XXXX, Mmm YY
DESIGNER: SAF/AADF (Designer's Name)
SUBJECT: V1 (e.g., Version 1, 2 or 3), Date of EF Release
KEYWORDS: Search data, if applicable
COMMENTS: Form Title . Some examples of other comments after title -
8-pt Univ (WN) BOLD, all caps I Print head to head, head to foot, etc.

10-pt Univ (WN) BOLD, call caps

7-pt Univ (WN), all caps

10-pt Bold Italics

A 4 A 4

AF FORM 1234, NOV 92 (EF-V1) PREVIOUS EDITIONS ARE OBSOLETE.
(LRA-V1) | If LRA Master Only

PAGE OF PAGES




